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(b) Required records may consist of 
commercial documents maintained in 
the ordinary course of business, rather 
than records prepared expressly to 
meet the requirements of this subpart, 
if those documents: 

(1) Contain all of the information re-
quired by this subpart; 

(2) Reflect general standards of clar-
ity and accuracy; and 

(3) Can be readily understood by TTB 
personnel. 

(c) Where the format or arrangement 
of a record is such that the information 
is not readily understandable, the ap-
propriate TTB officer may require the 
proprietor to present the information 
in a format or arrangement that will 
facilitate the review of the informa-
tion. 

(26 U.S.C. 5207) 

§ 19.716 Maintenance and retention of 
records. 

(a) A proprietor of an alcohol fuel 
plant may keep the records required by 
this subpart at the alcohol fuel plant 
where operations or transactions 
occur, or at a central recordkeeping lo-
cation maintained by the proprietor. If 
the proprietor keeps the required 
records at any location other than the 
alcohol fuel plant where operations or 
transactions occur, the proprietor 
must submit a letterhead notice to the 
appropriate TTB officer indicating the 
location where the records are kept. 
The proprietor must make those 
records available at the alcohol fuel 
plant premises to which they relate 
during normal business hours for the 
purpose of a TTB audit or inspection. 
The proprietor must produce those 
records at that location within two 
days of notice by the appropriate TTB 
officer. 

(b) A proprietor of an alcohol fuel 
plant must maintain any records re-
quired by this subpart for a period of 
not less than three years from the date 
of creation of the record or the date of 
the last entry required to be made in 
the record, whichever is later. 

(c) A proprietor of an alcohol fuel 
plant may be required to reproduce 
records in order to maintain their read-
ability and availability for inspection. 
Whenever any record might become 
unreadable or otherwise unsuitable for 

its intended or continued use, the pro-
prietor is responsible for reproducing 
the record by a process that accurately 
and legibly reproduces the original 
record. 

(d) For records kept on electronic 
media, the provisions of § 19.574 apply. 

(26 U.S.C. 5207) 

§ 19.717 Time for making entries in 
records. 

A proprietor of an alcohol fuel plant 
must record entries required by this 
subpart in the proprietor’s records on a 
daily basis, as the transaction or oper-
ation occurs, but not later than the 
close of the next business day after the 
occurrence of the transaction or oper-
ation. However, if a proprietor prepares 
supplemental or auxiliary records when 
an operation or transaction occurs and 
those records contain all of the infor-
mation required under this subpart, 
the proprietor may make entries in the 
required records not later than the 
close of business on the third business 
day following the day on which the 
transaction or operation occurred. 

(26 U.S.C. 5207) 

§ 19.718 Required records. 
A proprietor of an alcohol fuel plant 

must maintain records that accurately 
reflect the operations and transactions 
occurring at the plant. These records 
must include production, receipt, man-
ufacture, and disposition records. 

(a) Production, receipt, and manufac-
ture records. The proprietor must main-
tain records of all production, receipts, 
and manufacture at the alcohol fuel 
plant. This includes records of: 

(1) The quantity and proof of spirits 
produced; 

(2) The kind and quantity of mate-
rials used to produce spirits, if the pro-
prietor is a medium plant or large 
plant; 

(3) The proof gallons of spirits on 
hand; 

(4) The proof gallons of spirits re-
ceived. The proprietor may use a copy 
of the consignor’s invoice or other doc-
ument received with the shipment if 
the proprietor records the date of re-
ceipt and quantity received; 

(5) The quantities and types of mate-
rials added to each lot of spirits to 
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